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. GEQRGIA DEPARTMENT OF HUMAN RESOUARELS
APPLICATION FOR RECORDS REYENTION SCHEDULE OFFICE OF ADMINISTRATIVL SEKVICES
RECORDS MANAGEMENT UNIT
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For instructions on completing thss form contact DHR Records Managemant Unit, 47 Trinity Avenue, Atianta, Georgia

30334. Phone - (404) 6564976 GIST: 2214983 o 7
DHR (s GEORGIA DEPARTMENT OF HUMAN RESOURCES ‘__h ~ ARCHIVES A A&D"uTsroﬁ'T ]
Appiication Date Office of Financial Services Application Number
, Payroll Unit - Room 522-$ o 8 2_._ G G
3/24/82 47 Trinity Ave. S.W, : - e
Application Number Atlanta, Georgia 30303 °ﬁ*‘ﬁ°’2 51982 “ypp
_ 1 1982
82'_'6 yas o - O N — . x_L__ Vo am e e
I 2. Perion to Contact - Workmg Title . -. Tolaphone Number
Charles Heery . o Payroll Superyisor . ... . .. 6564375 .. ]

3. Actior. Requested
a. Kl Establish Retention Schadule; record will continue to sccumulste,
b. [ Dispose of prasent accumulation; no furthar sccumulation anticipstsd.

c. O Amend Application No. Check One: [J Change; [ Supercede; [ Void
4. Dunes of Sories 6 Records Series Tile fioflowsd by tide uwd ln office; Hditfarnt) R
Earliost Latest
1977 | continuin Monthly Re t_t;gmanwng tail Reports .. e
[6. Division and Office Function What is the function of the Division and the Oftice in which this record aenas is mated? - '

The office of ritumc{al Services has tge relponsibility to “maintain the financial
records of the Department in a mannet to reflect seperate nccountahlity for 'elich
type of activity administered by DHR, with disbursement classifications as required
by the State Auditor and the various Federal agencies.

The Payroll Unit is responsible for the establishment, modification or termination
of employee payroll checks; and the recording, processing, reporting and maintaining
of employment wages, withholdings, and related information required by Pederal,
State and Local agencies. , -

7. Records Series Description This file contains the following documants !mdud;—imn nurnbers and titles, if any):  Attach samples of the file.
Documents relating to: listing each employee's retirement salary and contribution amount -
on a monthly basis

Included are: Form FD-10 (Employee's Retirement System(E.R.S.)Monthly Report Totals
Sheet) , Form PD-13(3-A) (Adjustment in Previous Monthly Report Retirement Correc-
tions), Form FD-14(4-A) (Recapitulation of Previous Monthly Report), Form FD-15
(E.R,S. Changes in Names, Social Security Numbers, and Unit Numbers), PACS-1012
(Salary Component Detail List), PACS-1017 (E,R.S., Monthly Report of Changes),
PACS-6000 (E.R,S. Monthly Report of Terminations), PACS-6001 (E.R.S. Monthly
Report of New Employees), PACS-6006 (E.R.S, Monthly Detail Report) a computer -
listing vhich lists employee name, social security number, retirement type, | |
mémbership number, percent of time worked; month and year, monthly salary, monthly - - -
contribution, transaction code, and description* Form 5207 (DHR Accounts Payable ;
?kfﬁ (?ACS) with stub (Copy), Request for Deposit of Funds, {continued)

Alphabetically by employee name

8. Monthly Referonce Rate R Howaftsn are records refarrsd %o which are:

One to six months ofd “ ' Seven to twelve months old : Thirmesn to twontyfour months ofd __ 2" _;
twenty-five months end older ? )

N, . — N . . - NP

8. lmuﬂl Rate of Aooumulmlon or Records B

Lettersizedrawers . _; Legslsizedrawers . - ; Shelves —____ __ ; Other {Specity} 12-3» 3" %ﬁgle!%%!.__. ——
- 7, Form 4088 (778 S - . 'w'_q_:. ©Over) . . ... .
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L\f_E_'_s_ngo | 0. Quertionnaire  (Place an I tha proper selumnl e et e e e
8. Is this the officisl copy of the series? :
X lf not, whars is it? |
— - - P !
b, Doenﬁuurmconuin oonhdonml mformmwn requiring security handhng? if yos, cits Iuwor rigulmcn 1
X - e ]
X | ¢ lsthisa vital record? )
X d Do-nhilﬂurirn h-r\.:hlﬂoriul or lon. torm uﬁxd_\  value? 3 i
‘ . Whaen ons or two documents in the file meks nmui'vmkngmeon.im filo fordlong pmod oould these documents
X bolchedulod-wnalv? T-L mo T - AT :
x i+ % s the information containad in this series aver published?, Ityos,meheopy R
o 1 X Y e e e e e ]
g. Is the informgtion contained in this sries ever m!vzod andlor focardad in | l sufimarized report?
' X | . Mysaetecheesy. - fn
h, s thers 8 duplicaiion of this series in your office, or in unothar offnaoragam:y?
N o I yos, whara? _ .
Lx i T. I. Is this series (oramﬁorporrlonohr)rogi!‘r'vmacroﬁtrggd_'{_mV ] I TR T
J_ X i Doouhc record series result in a computer printout? ' ' oo
e T 4 = T — a2y —— AP gt T S B e e p—
1. Rezantion Requirgmants Tre following requires the sevies to be kept:
a. Suwte Law 2 _ vyun d. Audit period —_—e . Y8arS.
b. Sttute of lim!tation —_ vam . Administrative nesd — 4 _yeore
¢ Foceral lo= — YO, ] - f.  Fedaral retantlon instructions ——e — YBBIR
ToL e 5 o I R f'-r—‘( .)7-._,,..:,._.5. .—",')r
Amcheopyoroxeerptofhmafrnu!mom. Exphinumimmauwnoe-d. S ¥ ' Wl
Adninj.atratively, these files are needed by the payroll ofﬁce to ;esearch gt
aqd verify unployee retirement contri.buti.ons.,' e o e e o gt n N
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b P PR . SR U S S N . 4 termex - ot TR - R i i et
12, Approwd Disposition instrucﬂon: Thuagsncv nmmmndnhatthcfnhurmbncmoffattheendofuch . N
PSP wr p- i4n-;DCekender Year; MFiscal Year; DOther - _ - ...
i L - U Iy . . : K Tk
Ttoeimr*ple. L P e B T R Y AT A S-S ek
ﬂHold in the currs, tﬂmnm } .. menthis) l_m_. year{s):then . ... - _.
O Transfartoloai hoiqu ores; hold oo - year(s); then ¢
X3 Transfer to State Records Center; hoid ____3_,_____ year(s}; then
X Destroy :
O Transter to State Archives for permanent retentien. :
O Other (Specity) b
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